ACCOUNT CODES

ADDING NEW ACCOUNT CODES

NOTE: Account codes that the EAS Administrator had previously entered may be found in the Account File
Management Browser.
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To add new account codes, click %4 on the desktop menu bar. Or, select “Research,” “Accounting,”
and “Acct Codes” from the desktop menu bar.
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Account File Management Browser

= Account File Management |— (o] =]
File

De®x@8aavza |

achivity SeglB0C Accounting and Appropriation =
CRSS 1 PO0441575192<POG40001 512527151 EMM032001 0009522

CYGMA, 1 POB15627 31 92-POG40001 512527151 EMM093001 MO0050Z2

DUNM 1 P3734924 2192+ POG40001 51 252K 1516MM093001 0005022

G5-06P 2 Pl 924POE 2520554 26N L 151 6RIAI4E0BMI0 346084 6E1A011 222

karen 1 PIE7ERA41 94k aran

MO1-2 1 P37348638192<POG4000151252K1516 NMO92001 MO009522

OriaHa 3 Prooorooc1 92<POB 251 0354 25M L1571 6RME 347 34N 3034734335

OhdaHA 1 Pl 1 924 POE 251 0361 2RAB7H1 6

OhdaHA 4 Pilelolods1 92+ POE 251 0361 26901619

OhdaHA 2 Pl 1 924 POE 251 038025451 516

P-06-9 1 Pl 1 924 POE 2520554 25N L 151 BRI AZ4E0BMI0 346084 6E1 4011 222

TED 1 P1234567 819245 0WIRKATE 28442516 MO0 2722 -

O[EE

Click on O icon or select ""File” and "New” from the Account File Management Browser menu bat.

Accounting Data Screen

Accaunt Detail |

Group Mame: I
Group Mo,/ |dentification: IUUUU

Account: I

BDC:l j

(] Catcel Apply | Help |
Enter the following information:
Group Name: Enter title corresponding to the account.
Group No./Identification: Leave as is.
Account: Double-click for breakdown of Accounting and Appropriation.
BOC: Leave blank.
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Accounting Code Data Entry Screen

Accounting Code =]
Acct Code |
Act Mumber [9)

12345678

[192¢ <|[FoB25114 =|[54 =[5 F||MLT F|[516 ||Reaciisd f|[Ma0sz3az f[415 s|[camtsazz

Ok Cancel Help

Enter the following information:

Accounting Classification Codes

Account Code Length HExample
ACT#: 9 P12345678
Fund Code: 4 192X

Org Code: 8 P0625114
Budget Activity: 2 54

Object Class: 2 25
Function Code: 3 NL1

Cost Element: 3 516
Project #: 8 RCA21154
CC-A: 8 N9052333
Work Item: 3 415

CC-B: 8 CAO015477

NOTE: If portions of the above accounting classification codes are not needed, the users must leave blank spaces in
their place by pressing the <Tab> key to bypass N/ A blocks.

When complete, click I

EDITING ACCOUNT CODES

-}
To edit or change the account code, click [ icon. Or select "File" and "Open" from the Account File
Management Browser menu bar.

Double-click on the “Acct Code” block for a breakdown of Accounting and Appropriation. After
correcting the entry, click .
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ADDING ACCOUNT CODES IN ACCOUNT SUMMARY

Customer Requisition Summary Screen

= Customer Requisition SHIRLEY-97-0002 HER

File Tools Options Formg  Einancial
Blazanay |

™ Adriniztration

Deliver To:
Delivery Date: ? F5C: nane
Authorized By:

™ Account Surmary
Murber Codes: 0 Tatal Amount: $0.00

I~ Line Items
Total Murnber: 1 Total Amount: $20,520.00

™ Buouting
Mo routing information.

Motes

Mo procurement notes.

Click on “Account Summary.”

Account Summary Management Screen

E Account Summary Management =10 =]
File

D2®H X & 2aveh |
Account Code Total: 0.00 Total Dptior: 0.00

DefaultIAccounting & Appropristion I # LI| Tatal Amounll Option Amaunt =

4

E

Defaults Total: 0%

SIS

|Enter data or press ESC to end.
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To enter multiple account lines, click on the icon on the menu bar to bring up the Account Code

Summary Screen.

Account Code Summary Screen

Accounting Code Summary E

Acct Summary |

Account: (IE 0540001512521 516N 032001 10003

Default |1 00.00%
Line Itern Mo, | Percentage| Armount
oo 100.00 10,000.00__|

=
|| »

Total 10,000.00

0K | Cancel | Apply | Help |

Click on the g icon to search for default account lines, or double-click the account line for funds
distribution. Press the <Tab> key to the default percentage and enter 100% or percentage greater

than 0.00% (zero). Click N . For additional account lines, repeat the steps above.

DELETING ACCOUNT CODES
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.
To delete account codes, click % on the desktop menu bar. Or, select "Research” from the desktop
menu bar and select "Accounting'” and "Acct Codes" from the drop-down menu bars.

Account File Management Browser

= Account File Management HE B

File

DES® X/&2avh |

achivity SeglB0C Accounting and Appropriation =

CRSS 1 PO0441575192+<POBA000T 512524151 BN 032001 0005527

CrGMA 1 PO 56273192+ POBA000T 512524151 BN O33001 FO00502

CILIMH 1 P37349242192-POBA000T 51 252K 151 BNMO33001 FO005022

G5-06F 2 Pl 1 T2 POBZ52055425M L1151 BRIAI4E0EM 0346054661 4011 222

karen 1 PIE7ERA41 94k aran

MDI-2 1 P37348638192+P0G40001 51252K1516 MMO52001 MO009522

ObddHA 3 P o1 924 POBZ51 035425M L 151 ERME 347 34N 90347 34 335

OhdaHA 1 Pl 1 924 POB251 0361 2R467516

OhdaHA 4 Pl 1 924 POBZ51 0361 26301619

ObdaHA 2 Pl 1 924 POBZ5S1 038025451 516

P-05-3 1 Pl 1 92+ POBZ52055425M L1151 BRIAIE0EM 0346054661401 1 227

TED 1 P1234567 81925 0WIRKATE 25442516 MO0 2722 -
=l
=
Vi

To delete an account file, click on the i[ key. Or select "File" and "Delete” from the Account File
Management Browser menu bar.

Question Pop-Up Screen

Question [ ] |

@ Are yoL sure vau want to delete?

Click “Yes” to confirm, or “No” to cancel.

Deletion Comment Screen

Deletion Comment

After entering a deletion comment, click on the <Enter> key.
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Account Summary Management Browser

= Account Summary Management HE R
Eile

EIERR ST |
Account Code Total: 0,00 Tatal Optian: 0,00
Default Accounting & Appropriation LI Total Amount Option Amount2

25.00 P37348638132<POB40001 512521516 NMO32001 0 0.0o0 0.00
50,00 Pl 92 POB2520554 25N L1 51 6R 14 34608M 50 0 0.00 000

4

E

Defaults Total: 100%

D15

|Enter data or presz ESC to end.

When all the entries in the Account Summary Management Browser are complete, click on the % button.
EAS will return to the Customer Requisition Summary Screen.

Customer Requisition Summary Screen

= Customer Requisition 220006-PMT -99-0652 HER
File Tools Options Formg  Einancial

Blazanay |

W Adriniztration

Deliver Tor COX MEDICAL CEMTER
Delivery Date: ? F5C: nane
Authorized By:

¥ Account Surmary
Murmber Codes: 3 Tatal Amount: $0.00

I~ Line Items
Total Murnber: 0

™ Buouting
Mo routing information.

Motes

Mo procurement notes. I=|

Mark the box next to “Account Summary” to show completed work (optional). Continue the
procurement process by clicking on “Line Items.”
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